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RD I nstruction 2045-Z
PART 2045 - GENERAL

SUBPART Z - ACTI ON PLANS FOR PROGRESS | N EQUAL ENMPLOYNMENT
CPPCRTUNI TY ( EEO)

2045. 1251 Ceneral .

It is the policy of the Federal Government, including the U S. Departnent
of Agriculture (USDA) and Farners Horme Adm nistration (FrHA), to provi de equal
opportunity in Federal enploynent for all persons; to prohibit discrimnation
i n enpl oynent because of race, color, religion, sex, national origin, age, or
handi cap, and to pronote Equal Enpl oyment Qpportunity (EEO through a positive
continuing programin each Department and Agency as it applies to every aspect
of Federal enploynent policy and practice.

2045. 1252  Pur pose.

This Instruction provi des gui dance for the devel opnent, inplenentation
and subm ssion of Milti-Year Affirmative Enpl oyment Program (AEP) Pl ans,
Annual AEP Acconplishnent Reports and Updates, Federal Equal Qpportunity
Recrui tment Program (FECRP) Pl ans and Seni - Annual FECRP Pl an Acconpl i shrent
Reports as required by the U S. Ofice of Personnel Managenment (CPM), the
U S. Equal Enpl oyment Opportunity Conmm ssion (EECC), and the USDA. The pl ans
and prograns required under this Instruction are designated "AEP' and "FECRP."

2045. 1253 Designations of responsibility

(a) Director of EEO. The Secretary of Agriculture has designated the
Assistant Secretary for Adm nistration, USDA, Washi ngton, D.C 20250, as
Director of EEQ wth authorization to carry out effectively the
responsibilities of Section 717 of Title Vi1 of the Gvil R ghts Act of
1964, as anended, 42 U.S.C. 2000e-16, Reorgani zation Plan No. 1 of 1978
i ssued pursuant to 5 U S C 901 et. seq.; 29 CF.R 1613 and 5 U S.C
7201.

(b) Equal Enpl oynent Qpportunity Oficer (EEQQ . The Head of each
Agency 1s designated as EECOwW th the responsibility of effectively

adm ni stering the EEO Program which includes affirnmative action, equal
opportunity in recruitment, the Federal Wnen's Program (FWP), the

H spani ¢ Enpl oynment Program (HEP), the EEO Counseling Program and
theConpl ai nts of Discrimnation Program The Adm nistrator, FrHA, USDA
14t h and | ndependence Avenue, S.W, Washington, D.C 20250, serves in
this capacity for FrHA

DI STRIBUTION  WBDC ( PERSONNEL
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(c)

Associ ate and Deputy Equal Enpl oynent Qpportunity

Oficer(AEEOO DEEQD . The follow ng officials are hereby designated as

AEEQO and DEECOs in FnHA:

(d)

(1) The Associate Admnistrator, FrHA, as AEEQQ will assist the
Adm ni strator in carrying out EEQO functions throughout FnHA

(2) The Deputy Administrator for Managenent and the Deputy
Adm ni strator for Program (perations, as DEEQOs, will assist the
Adm nistrator in carrying out EEQO functions throughout FnHA

(3) The Assistant Admnistrator, Finance Ofice, St. Louis,

M ssouri and the State Director of each State, are DEEQCCs and wi l |
assist the Admnistrator in carrying out EEQO functions within their
assi gned area(s).

(4) Responsibility for inplenentation of the EEO Programrests
solely with DEEQOs within their assigned area(s). DEEQCs are
responsi bl e for eval uating the performance of the EEO duties of
their enployees and for assuring that these enpl oyees receive
appropriate support; e.g., training, etc., for effective perfornance
of the duties of their official EEO assignmnent.

Director, Equal Qpportunity Staff (ECS) . The Drector, ECS, serves

on the Admnistrator's staff and is responsible for devel opi ng and

i mpl erenti ng FHA policies and practices, admnistering activities under
the EEO Program and represents the Admnistrator on all aspects of the
EEO Program by provi di ng | eadership and direct assistance to FnHA
officials. Further, the Drector, ECS is charged with over-seeing the

pl anning and i npl enentation of a positive program designed to assure
equal opportunities in all organizations of the Agency.

(e) EEO Coordinator . The EEO Coordi nator serves on the Adm nistrator'
staff and is responsible for planning, coordinating and directing the
Agency' s overall Nati onwi de EEO Program assuring conpliance wth

establ i shed policies, regulations and | aws. Further, the EEO

Coordi nator maintains a close working relationship with officials of
FHA, the Departrent's O fice of Equal Qpportunity, Ofice of Personnel,
O fice of Inspector General, the General Counsel's Ofice, and Human
Resour ces, FnHA
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(f) National Federal Wnen's Program Manager (FWPN) . This position is
| ocated on the ECS of FHA.  The National FWPMis responsi bl e for

pl anni ng and directing the Agency's FWP and advi si ng top managenent
officials on the special concerns of wonen enpl oyees and applicants,
including identifying barriers to EEQ to assure that women participate
equal ly in Agency prograns. In addition, the National FWPM provides

| eadership for field PFWPMs setting programgoals, planning the short and
| ong-range program obj ectives and gui deli nes comrensurate with this

I nstruction.

(g) National H spanic Enpl oynent Program Manager (HEPM . This position
is located on the EEO Staff of FnHA. The National HEPMis responsi bl e

for planning and directing the Agency's HEP, and serves as principle
resource person and staff advi sor on uni que concerns and probl ens

related to EEO for H spanic enpl oyees and applicants. Additionally,
comrensurate with EEO policy and programgoal s and objectives set forth
inthis Instruction, the Nati onal HEPM provi des | e adership
continuity, advice and guidance for field HEPMs and recomrends changes
to renove barriers agai nst H spani c enpl oyees and applicants.

2045. 1254 Definitions.

Affirmative Action . Those results oriented managenent actions which an
agency voluntarily takes to ensure EEQ  Were appropriate, it may

i ncl ude goals and tinetables to correct manifest inbal ance and

conspi cuous absence of mnorities and wonen in the work force.

Affirmati ve Enpl oynent Program (AEP) . A system of continuous positive
managenent actions designed to renmedy the effects of past discrimnation
based on race, color, religion, sex, national origin, age or physical or
ment al handi cap. A program of positive action in personnel

adm ni stration and managenent matters, including recruiting, hiring,

trai ning, career devel opnent and progression, designed to renedy the
historically disparate treatment and underrepresentati on and/ or under -
utilization of wormren and mnorities through the removal of barriers and
i npl erent ati on on of corrective neasures.

(08-07-91) PN 170
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Affirmati ve Enpl oynent Program Plan (AEPP) . A formal witten plan of
managenent obj ectives designed to inprove the participation of
mnorities and woren in all categories of enploynment. The Pl an includes
goal s and tinetabl es designed to i nprove the representati on of wonen and
mnorities in specific occupations or grade levels. It is an interim
managenent tool for correcting inbalances in the work force which
ensures equal enpl oynent opportunity within the paraneters of nerit
principl es.

Gvil Labor Force (CLF) . Al persons 16 years of age and over, except
those in the arned forces, who are enpl oyed or who are unenpl oyed and
seeki ng work. The source of the CLF data for the purpose of AEP and
FECRP pl anning is the EEQC

Conspi cuous Absence . A situation in which the representation on of EEO
groups in a specific occupational category or grade level is nearly or
totally nonexistent in the work force.

EEO G oup. Those EEO groups classified as "mnority" for the purpose of
data collection by the CPMand the EECC, i.e., Black, not of H spanic
origin; Hspanic; Asian or Pacific Islander, and Anerican |ndian or

Al askan Native. The term "woren" includes nonmnority as well as
mnority.

Federal Equal Qpportunity Recruitnment Program (FECRP) . A programfor
agencies to determine if mnorities and wonmen are underrepresent ed

and/ or under-utilized in the agency work force. Were manifest

i mbal ance and conspi cuous absence exist, the inplenmentation of a forma
recruitnment plan is required with specific objectives to ensure

i ncreased availability of wormen and mnorities.

Goals and Tinetables . A "goal" is a realistic managenent objective

whi ch an enpl oyer endeavors to achieve on a tinely basis within the
context of a systemof enploynent based on merit. A goal is a flexible,
nurerical target that is renedial in nature. It is a useful managenent
tool and is appropriate for use when the setting of enpl oynent goal s
will contribute to the resolution of EEO deficiencies or the attainnment
of a work force which represents the overall |abor force.

Mani fest Inbalance . A situation in which the representati on of EEO
groups in a specific occupational category or grade level in the work
force is belowits representation in the appropriate Gvilian Labor
Force (CLF)
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Ofice. An office is an operating unit of an agency which, because of
its unique organi zational structure, is treated as a separate entity for
t he purpose of determ ning manifest inbalance and conspi cuous absence
and for preparing AEP and FECRP Plans. In the FnHA, offices are the
States, Finance Ofice and National Ofice.

PATCO.

Prof essi onal occupations are those that require know edge in a field
of science or learning characteristically acquired through education
or training equivalent to a bachelor's or higher degree with major
study in or pertinent to the specialized field, as distinguished
fromgeneral education. These occupations follow a two-grade
interval pattern in the GS and equi val ent grades fromGS-5 to G511
and one-grade interval fromGS 12 to Gv 15.

Adm ni strative occupations are those that involve the exercise of
analytical abilTity, judgment, discretion, and persona
responsibility, and application of a substantial body of know edge
of principles, concepts and practices applicable to one or nore
fields of adm nistration or managenent. These positions do not
requi re specialized educational majors and typically follow a two-
grade interval pattern fromGS5 to G511 and one-grade interva
fromGS 12 to Gwv 15.

Techni cal occupations are those that involve work, typically
associ ated with and supportive of a professional or admnistrative
field, which is non-routine in nature and whi ch invol ves extensive
practi cal know edge, gained through on-the-job experience and/ or
specific training less than that represented by col |l ege graduati on
These jobs typically follow a one-grade interval pattern

QG erical occupations are those that involve structured work in
support of office, business or fiscal operations perforned in
accordance with established policies, procedures or techniques and
requiring training, experience or working know edge related to the
tasks to be performed. These jobs typically follow a one-grade
interval pattern.

(08-07-91) PN 170
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QG her occupations are those that cannot be related to the above
categories. Predom nant occupations in this category in FrHA are
St udent - Tr ai nee and Cooper ati ve Educati on jobs.

Fiscal Year . Reporting period from Cctober 1 of one year to Septenber
30 of the follow ng year.

2045.1255 Availability of regul ati ons

This Instruction and Exhibits A, B, C and D are avail abl e
for inspection in any FnHA office. Copies of this Instruction and all
Exhibits will be given to any enpl oyee or applicant for enploynent on request.
2045. 1256 - 2045. 1300 [ Reserved]

Attachnments: EBExhibits A, B, C, and D

o0o
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Affirmative Enpl oynment Program (AEP) Pl an

A Pur pose and scope . The purpose of this Exhibit is to set forth policy
and procedures for affirmative action planning in the agency, and provide
guidelines and instructions to field nanagers (State Directors; Assistant
Adm ni strator, Finance (fice and ot her enpl oyees wth supervisory and/or
manageri al responsibilities) with regard to affirmative action pl anni ng.

| npl erent ati on of an effective Affirmative Enpl oyment Program (AEP) Plan is
the responsibility of top managenment officials and extends to those md-|eve
managers and supervi sors agencyw de who are directly involved in hiring,
training, pronoting and eval uating the performance of RECD enpl oyees. The AEP
Plan is a living docunent. Plan objectives are to be considered by managers
when maki ng all enpl oynent and managenent deci si ons.

B. Legal authority .

(1) Executive Oder 11748 and Title MI1. Requirenents for Federa
Agency AEPs were first established by Executive Oder 11478 in 1969. In
the 1972 anmendnents of Title VI1 of the Gvil R ghts Act of 1964
(Section 717, 42 USC 2000-e 16), Congress required agencies to naintain
affirmative action prograns to ensure enforcenment of Federal Equa

Enpl oyment pportunity (EEQ policy; to apply the sane | egal standards
of prohibited discrimnation established for private enployers to the
Federal CGovernment; and to elimnate discrimnation that Congress found
exi sted t hroughout the Federal enploynment system Discrimnation was
evidenced by (a) serious underrepresentation and exclusion of mnorities
and wonen in specific areas, agencies, regions and grade |evels; and (b)
systemc, institutional barriers, operating through various civi

service rules and procedures, particularly non-job related selection and
promnotion techni ques.

(2) Managenent Directive 714 (EEO MD-714), Instructions for

devel opnent, subnission and inpl ementati on of EEO and AEP Pl ans required
by Section 717 of Title VIl of the Gvil R ghts Act of 1964, as anended,
and any such variances herein fromthe notice, or the U S Equa

Enpl oyment Qpportunity Conmm ssion's (EEQC) Managenent Directive 714,
have been approved by the Departnent's Ofice of Advocacy and Enterprise

(QAE) .

(08-07-91) PN 170
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C EEO policy. It is the policy of the USDA to prohibit discrimnation and
to ensure equal enployment opportunity for all enpl oyees and applicants
without regard to race, color, religion, sex, national origin, age or

handi cappi ng condition. |In furtherance of this policy, it is the
responsibility of the agency to assure that the manifest inbal ance and

conspi cuous absence of mnorities and wonen in the agency's work force are
addressed through an effective and ongoi ng programof affirmative enpl oynent;
and that mnorities and wonen have the opportunity to achi eve the best
possible utilization of their skills. In addition, every effort will be nmade
to give mnorities and wonen the opportunity to avail thenselves of any and
all existing prograns which lead to initial enploynent, advancenent and the
realization of their fullest potential in the agency.

D. Milti-Year Affirmative Enpl oynent Program (MYP-AEP) Plan . These
instructions are to be used by all RECD offices in the preparati on of MYP-AEP.
The MYP-AEP will extend through five (5) fiscal years. Conpleted plans are to
be submtted to the EECC and the Equal Qpportunity Staff (ECS) in the National
Ofice, Attention: EEO Coordinator. Each FY, ECE will send a nenorandumw th
a due date for submtting your plan. EGCS will provide National Finance Center
(NFC) Departmental Notice (DN) 714, which provides the data needed to prepare
your plan. The tinmely subm ssion of your plan will be reviewed during
Managenent Control Reviews ( MIRsS) and Personnel Management Eval uations ( PMES).
MYP- AEP Pl ans should be in the format of the sanple AEP Pl an appearing as
Attachrment No. 1 of this Exhibit. (Revised 00-00-00, SPEICAL PN)

(1) Requirenents for Preparation

(a) GCover sheet . Cover sheet should be signed by the Agency Head
(Administrator) or State Director or the Assistant Administrator,
Fi nance Ofi ce.

(b) EEO Policy Statement . Statement shoul d be signed by the Agency
Head, or State Director or the Assistant Adm nistrator, Finance
Ofice and include affirmation that:

1. EEOfor all enployees and applicants for enpl oynent,
regardl ess of their race, religion, color, sex, national
origin, age or handicap is an integral part of agency policy.
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2. EEOpolicy requires AEP efforts throughout the agency to
overcone past enpl oynent practices that have operated to
restrict opportunities for enpl oynent.

3. EEO covers all enploynent practices including, but not
l[imted to, recruitnent, hiring, promotion, transfer, conplaint
resol uti on, reassignnents, training, benefits and separati ons.

4. Managers, supervisors, EEO Oficers, State Admnistrative
O ficers and personnelists share responsibility for successful
i npl erent ati on of the MYP-AEP. Performance apprai sals of these
enpl oyees shoul d i ncl ude an el enent based on neeting EEO
obj ecti ves.

(c) Delegation of Authority . This section of the plan identifies
the responsibilities and authorities of MYP-AEP officials.

(d) Ouganizational Chart . Chart should identify major subordinate
organi zations (State, Dstrict, and County Ofices) reporting to the
of fi ce devel opi ng the pl an.

(e) Certification of Qualifications of EEO Oficials . The
certification should be signed by the Agency Head (Adm nistrator),
or State Director or Assistant Adm nistrator, Fi nance Ofice.

(f) Plan for Prevention of Sexual Harassment . Plan should respond
to the follow ng questions:

1. Does the plan outline specific steps to apprise enpl oyees
of their rights under Title I1?

2. Are there proposed guidelines on di ssem nation of
information and tine-frames for inplenmentation?

3. Is an accountability systemin place?

4. Are there any progressive initiatives outlined to
acconpl i sh program obj ectives?

PN 170
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(g) Statenment of Adequate Mnitoring/Evaluation System . States and
the Finance O'fice should submt a narrative describing their

nmoni tori ng and eval uation system Internal nonitoring and

eval uation systens shoul d i ncl ude:

1. Information systens that will provide periodic status
reports on work force profile and affirmative enpl oynent
efforts.

2. Capability to nonitor enployment trends through revi ew of
personnel transactions and other historical data.

3. Integration of barrier anal yses; elimnation of
i mpedi ments; innovative staffing techni ques and conconitant
revisions in selection procedures.

4. Capability to integrate conprehensive nmanagenent, personne
and budget planning with affirmative enpl oyment pl anni ng.

5. Capability to revi ew proposed personnel actions which
affect categories where objectives have been established.

(h) Program Analysis . The analysis should include a conplete
assessnent of how efforts are directed toward the eight (8) najor
program el ements which are |isted bel ow

1. Oganization and Resources

a. Are EEO programofficials receiving adequate training in
EEQ, personnel adninistration and managenent to effectively
resol ve problens and issues within their areas of

responsi bility?

b. Are adequate nanagenent and fiscal controls established to
nmonitor all resources allocated to EEO progran?
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c. Do special enphasis program nmanagers devote sufficient tine
to acconplish program objectives? Do these managers have
adequat e del egations of authority to pronote programs and to
acconpl i sh program obj ecti ves?

d. Are EEO officials providing technical advice to managenent
officials and the Human Resources office?

e. Have supervisory and managenment personnel attended fornmal
trai ning including coverage of their EEO responsibilities?

f. Has the recognition systembeen used to recognize
supervi sory and manageri al personnel for their understanding
and support of, and acconplishments in EEC?

(Revi sed 09- 04-96, PN 265.)

g. Do perfornmance eval uations of supervisory and manageri al
per sonnel include specific factors for evaluating their
under st andi ng and support of EEO as well as their achi evenment
of EEO obj ectives?

Wrk Force Analysis

a. Analysis of the work force by PATQO category, grade
groupi ngs and naj or occupati ons.

b. Conparison of the work force with the previous year's work
force.

c. Conparison of the work force with the Gvilian Labor Force
(CLF). See Exhibit D of this Instruction for exanples.

Di scrimnation Conplaints

a. Does an analysis of the bases, issues and findi ngs of
recent conplaints suggest possible problemareas that may need
to be expl ored?
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Recruitnent and Hring

a. Do present recruitment sources yield qualified mnority and
femal e applicants who nmeet organizational needs?

b. Have qualification requirements and procedures for hiring
been exam ned to determ ne whether barriers to EEO exist?

c. Do EEO officials provide technical assistance to the Human
Resources office and nonitor, as well as participate in
recruitment efforts?

d. Is the selection process reviewed periodically to ensure
equal treatnent regardl ess of race, color, religion, sex,
national origin or age?

e. Does nanagenent make itself available to community, civic
and other groups interested in enhanci ng EEQ?

f. Does nmanagement utilize recruitnent initiatives such as the
Cooper ati ve Education and/or Student Trainee Prograns to find

qualified nmnority and femal e job applicants?

Enpl oyee Devel oprent Prograns

a. Are systens for tracking information on enployee skills and
training in operation?

b. Have studi es been conducted on tinme-in-grade to determne
the reasons for any differentials which may exist by mnority
status and sex.

c. Have studies been conducted to exanine rel ati ve upward
nmoverent of enpl oyees to full performance, professional
supervi sory and hi ghest grade | evel s?
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d. Is career counseling available to all enpl oyees.

e. Are efforts being made to ensure that appropriate
training opportunities are available to enpl oyees at all
grade levels and in all occupational areas, w thout regard
to mnority status and sex?

Pronoti ons

a. Are internal selection and pronotion qualification
requi renents and procedures valid and job-rel ated, and
i ncl ude no unnecessary barriers to full utilization of
skills and training?

b. Are efforts being nmade to ensure that appropriate
pronoti onal opportunities are available to enpl oyees at

all grade levels and in all occupational areas, regardless
of mnority status and sex?

Separ at i ons

a. Are efforts nade to ensure that separations are
conducted fairly and in a non-di scrimnatory manner?

Program Eval uati on

a. Do EEO Advisory Commttees (EEQAC) consult with
managenent officials to ensure that each provides input to
EEO pr ogr am eval uati on?

b. Are findings from NRs and PMEs bei ng incor porated
into the annual AEP pl an devel opnent process, if
appropriate? (Revised 04-30-96, SPECI AL PN.)

Problemand Barrier Identification . For each program

eienent, identify problens and barriers for each EEO group

PN 170
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b. Select problens and barriers that can be elim nated
within a multi-year cycle.

c. Select problens and barriers affecting PATCO
categories and maj or occupations and identify specific
actions to elimnate each probl emand barrier.

10. Report of (bhjectives and Action Itens . For each program
el ement, prepare a statenent of specific and nmeasurabl e

obj ectives and supporting action itenms which will solve

probl ens and barriers identified.

a. Assign a responsible official for each
objective/action itemlisted.

b. Assign a target date for conpleting each objective and
action itemli sted.

oMo
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Annual Affirmative Enpl oynent Program Pl an
Acconpl i shnment Report and Updat e

A Pur pose and scope . The purpose of this Exhibit is to set forth policy
and procedures for affirmative action planning in the agency, and provide
guidelines and instructions to field nanagers (State Directors; Assistant
Adm ni strator, Finance (fice and ot her enpl oyees w th supervisory and/or
manageri al responsibilities) with regard to affirmative action pl anni ng.

| npl erent ati on of an effective Affirmative Enpl oyment Program (AEP) Plan is
the responsibility of top managenent officials and extends to those md-Ievel
managers and supervi sors agencyw de who are directly involved in hiring,
training, pronoting and eval uating the perfornmance of FnHA enpl oyees.

B. Legal authority .

(1) Executive Order 11748 and Title VII . Requirements for Federal
Agency AEPs were first established by Executive Oder 11478 in 1969. In
the 1972 anmendnents of Title VI1 of the Gvil R ghts Act of 1964
(Section 717, 42 USC 2000-e 16), Congress required agencies to naintain
affirmative action prograns to ensure enforcenment of Federal EEO policy;
to apply the sane | egal standards of prohibited discrimnation

establ i shed for private enployers to the Federal Government; and to
elimnate discrinmnation that Congress found existed throughout the
Federal enployment system Discrimnation was evi denced by (a) serious
underrepresentati on and exclusion of mnorities and wonen in specific
areas, agencies, regions and grade |levels; and (b) systemc,
institutional barriers, operating through various civil service rules
and procedures, particularly non-job rel ated sel ecti on and pronotion

t echni ques.

(2) Managenent Directive 714 (EEO MD-714), Instructions for

devel opnent, subnission and inpl ementati on of EEO and AEP Pl ans required
by Section 717 of Title VIl of the Gvil R ghts Act of 1964, as anended,
and any such variances herein fromthe notice, or the U S Equal

Enpl oyment (pportunity Conmm ssion's (EEQC) Managenent Directive 714,
have been approved by the Departnent's Ofice of Advocacy and Enterprise

(QAE) .

(08-07-91) PN 170
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C EEO policy. It is the policy of FnHA to prohibit discrimnation and to
ensure equal enpl oynent opportunity for all enpl oyees and job applicants
without regard to race, color, religion, sex, national origin, age or

handi cappi ng condition. |In furtherance of this policy, it is the
responsibility of the agency to assure that the manifest inbal ance and

conspi cuous absence of mnorities and wonen in the agency's work force are
addressed through an effective and ongoi ng programof affirmative enpl oynent;
and that mnorities and wonen have the opportunity to achi eve the best
possible utilization of their skills. In addition, every effort will be nmade
to give mnorities and wonen the opportunity to avail thenselves of any and
all existing prograns which lead to initial enploynent, advancenent and the
realization of their fullest potential in the agency.

D. Annual Affirmative Enpl oynment Program (AEP) Acconplishnent Report and
Update. These instructions are to be used by all FnHA offices in the
preparati on of Annual AEP Pl ans Acconplishnent Report and Update. The AEP
Acconpl i shment Report and Update will extend through one (1) fiscal year

Conpl eted plans are to be submtted to the EECC and the Equal pportunity
Staff (EC5) in the National Ofice, Attention: EEO Coordinator. Each FY, ECS
will send a nenmorandumwith a due date for submtting your report and update.
ECS will provide National Finance Center (NFC) DN 714, which provides the data
needed to prepare your report and update. The tinmely subm ssion of your

report and update will be reviewed during Coordi nated Assessnment Revi ews
(CARs) and Personnel Managenent Evaluations ( PMEs). AEP Acconplishment
Reports should be in the format of the sanple AEP Acconplishrment Report
appearing as Attachnment 1 of this Exhibit.

E. Requi renents for preparation

(1) Cover sheet. Cover sheet shoul d be signed by the Agency Head
(Admnistrator), or State Director or the Assistant Admnistrator,
Fi nance Ofi ce.

(2) Summary Analysis of Wrk Force. A narrative work force analysis
using the Gvilian Labor Force (CLF) should be provided. CLF data and
NFC DN 714 will be provided by ECS to State Directors and the Assistant
Adm ni strator, Finance Ofice, for this analysis. Analyze occupationa
categories, grade groupi ngs and maj or occupations using EECC f or mat
provi ded on page 2 of Exhibit B, Attachrment 1
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(3) Acconplishnent Report on (bjectives and Action Items . For each
program el enent, prepare a statenent which reflects the progress toward
achi eving objectives and action itens that were identified in Milti- Year
AEP Pl ans.

(4) Noteworthy Activities and Initiatives . Prepare a statenent of any
noteworthy activities or initiatives inplenented during the fiscal year.

(s]@ 0}
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Federal Equal Qpportunity Recruitnent
Program (FEOCRP) Pl an

A Pur pose and scope . The purpose of this Exhibit is to set forth policy
and procedures for the Federal Equal Qpportunity Recruitment Program ( FECRP)
in the Agency, and provide guidelines and instructions to field nanagers
(State Directors; Assistant Admnistrator, Finance Ofice and other enpl oyees
wi th supervisory and/or managerial responsibilities) with regard to
recruitnent plans. Inplenmentation of an effective FEORP Plan is the
responsibility of top managerment officials and extends to those mid-Ievel
managers and supervi sors agencyw de who are directly involved in hiring,
training, pronoting and eval uating the perfornance of FnHA enpl oyees. The
FECRP Plan is a living document. Plan objectives are to be considered by
manager s when maki ng all enpl oynent and nanagemnent deci si ons.

B. Legal authority .

(1) The Gvil Service ReformAct of 1978, (Title 5 of the United States

C

Code, Section 7201 (b)) . This Tegislation directed the U S Equal

Enpl oyment Cpportunity Comm ssion (EECC) to devel op guidelines for a
special recruitnent program designated the FEORP. The statutory
authority for program oversight was given to the U S. Ofice of

Per sonnel Managenment (OPM and requires that agenci es conduct
affirmative recruitnment for those occupations and grades within their
work force in which there is a manifest inbal ance and conspi cuous
absence of mnorities and wonen. FECRP plans should result in nore
representative applicant pools fromwhich to sel ect enpl oyees. The Act,
EEQC and CPM gui del i nes do not include coverage of handi capped and ol der
persons. The Act, EEQOC and OPM gui delines do include white fenales,

bl ack mal es and fenal es, H spanic males and femal es, Asian nal es and
fermal es and Anerican Indian nmales and fenal es.
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(2) Title 5 of the Code of Federal Regul ations, Part 720 . The

regul ation requires that each Federal Agency have an up-to-date FEORP

Pl an covering recruitnent for positions at various organi zational |evels
and geographic | ocations within the Agency. Such plans mnust be

avail able for review in appropriate offices of the Agency and nust be
subnmitted to CPMon request. |n accordance w th agreenent reached

bet ween OPM and the EEQC, such plans nust be incorporated in the
Agency' s equal enpl oynent opportunity (EEQ plans required under Section
717 of the Gvil R ghts Act of 1964, as amended, pursuant to regul ati ons
and instructions of the Commi ssion, provided they are separable parts of
those pl ans for purposes of review by OPM Agency organi zational and
geogr aphi cal conponents which are required to devel op and subnmit EEO

pl ans nmust al so have up-to-date special recruitment program plans.

Annual plans nust identify whether EEO groups in a specific occupationa
category or grade level in the work force is belowits representation in
the appropriate Gvilian Labor Force (CLF). This is called manifest

i mbal ance. At the sane tinme plans also nust identify whether the
representation of EEO groups in a specific occupati onal category or
grade level is nearly or totally non-existent in the work force, a
situation call ed conspi cuous absence. Finally annual plans nust include
specific methods to nmeasure progress toward elimnating manifest

i mbal ance and conspi cuous absence.

C EEO policy. It is the policy of the FnHA to prohibit discrimnation and
to ensure equal enployment opportunity for all enpl oyees and applicants
without regard to race, color, religion, sex, national origin, age or

handi cappi ng condition. |In furtherance of this policy, it is the
responsibility of the Agency to assure that the manifest inbal ance and
conspi cuous absence of mnorities and wonen in the Agency's work force is
addressed through an effective and ongoing recruitnent effort; and that
mnorities and worren have the opportunity to achi eve the best possible
utilization of their skills. In addition, every effort will be nade to give
mnorities and wormen the opportunity to avail thensel ves of any and al

exi sting prograns which lead to initial enployment, advancenent and the
realization of their fullest potential in the Agency.
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D. Essentials of FECRP Plan . Under the Gvil Service Reform Act of 1978
(CSRA), OPMhas responsibility for inplenenting the FEORP. FECRP is ainmed at
elimnating mani fest inbal ance and conspi cuous absence of mnorities and womnen
in Federal agencies through the application of internal and external
recruitnent strategies which include activities nornally identified with

trai ni ng, enpl oyee devel opnent, job redesign, staffing and other personnel
managenent functions and acti ons.

The concept of FEORP rests on the belief that Federal agencies have not in the
past targeted their recruitment of mnorities and wonen based on their
availability in the CLF in simlar occupational categories. Agencies are now
required to conduct affirmative recruitnent for those occupati ons and grade
levels within their work force in which there is manifest inbal ance and

conspi cuous absence of mnorities and wonen. The inplenmentation of FECRP

pl ans shoul d, therefore, result in nmore representative applicant pools from
which to sel ect enployees. 1In this respect, the objective of the Federa
CGovernnent is to attain a Federal work force reflective of the Nation's
diversity. The nmnority groups whose enpl oynment |evels nust be cat al ogued

i ncl ude white woren, black nmen, black wonen, H spanic nen, H spanic womnen,
Asian or Pacific Islander nen, Asian or Pacific |Islander wonen, American

I ndian or Al askan Native nen and American Indian or Al askan Native wonen when
there is manifest inbal ance or conspi cuous absence.

E. FECRP plan. These instructions are to be used by all FnHA O'fices in the
preparati on of FECRP Plans. The FEORP Plan will extend through one (1) fiscal
year. conpleted plans are to be submtted to the Equal Qoportunity Staff

(EC5) in the National Ofice, Attention: EEO Coordinator. Each FY, ECS will
send a menorandumwi th a due date for submtting your plan. EGCS will provide
NFC DN 714, which provides the data needed to prepare your plan. The tinely
subm ssion of your plan will be reviewed during CARs and PMEs. FECRP Pl ans
should be in the format of the sanple FECRP Pl an appearing as Attachnent 1 of
this Exhibit.

(1) Requirenents for FECRP Pl an Preparation

(a) GCover sheet . Cover sheet should be signed by the Agency Head
(Administrator) or each State Director or the Assistant.
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(b) Vacancy projection for nost popul ous series . For each
occupational series where nunerical objectives have been established
in the AEP, identify the nunber of anticipated vacancies resulting
frompronotions, retirenments, reassignnents, separations and ot her
actions. NFC s Quarterly Report of Gains and Losses can assi st you
in estimating upconi ng vacancies. You can also use CULPR T reports
to help identify persons eligible for retirement in the upcom ng
fiscal year.

(c) Recruitment sources and techniques . ldentify the targeted
occupational series and PATCO category, as well as the race/nationa
origin and sex of each EEO group targeted for recruitment. A new
formmnust be used for each targeted group. Use Colum (1) to
indicate at which level (entry, md or senior) of manifest inbal ance
or conspi cuous absence corrective action will be taken. Use Col um
(2) to indicate the grade |level at which you plan to fill the
position. Use Colum (3) to indicate the Action Iten(s) to resolve
mani f est i nbal ance or conspi cuous absence for the EEO group in
question. Specify whether the action iten(s) is (are) external or
internal. Use Colum (4) to indicate how the action itemn(s)
mentioned in Colum (3) will be acconplished. Be specific
concerning the nunber of positions and the position title, as well
as how often the action wll be taken. Use Colum (5) to identify
the person(s) responsible for acconplishing the action iten(s). Use
Colum (6) to identify the starting date of the action iten(s). Use
Colum (7) to identify the projected conpletion date of the action

iten(s).

(d) Actionitens. Action(s) in Colum 3 should be specific and
shoul d not be Tinmted to action(s) taken by the per sonnel i st, but
shoul d al so i ncl ude nmanagenent actions, such as job redesign to use
the Career Enhancement Program or Special Enphasis Program
Managers' action(s), such as contacts with local mnority

organi zations to i nformthem of FnHA opportunities or specific job
vacanci es.
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F. Sem - Annual FECRP Pl an Acconplishment Reports . These instructions are to

be used by

all FnHA offices in the preparation of Sem - Annual FECRP Pl an

Acconpl i shment Reports. These reports will extend through one (1) fiscal
year. Conpleted reports are to be submtted to the ECS in the National
Ofice, Attention: EEO Coordinator, by March 1 and Septenber 1 of each fiscal

year.

(1)

(08-07-91)

Requi renents for Sem - Annual FECRP Pl an Acconpli shnent Reports

(a) Use Colum (8) of your FECRP Plan as your Sem - Annual FECRP
Pl an Acconpl i shrent Report.

(b) For each action itemon the Recruitnent Sources and Techni ques
formof the FECRP Plan, indicate in Colum (8) what action has been
taken. The statenent(s) shoul d address the specific iten(s) in
Colums (3) and (4).

(c) At the end of each fiscal year, State and Finance Ofice Seni-
Annual FECORP Pl an Acconplishnment Reports are summari zed by ECS to
depi ct agencyw de acconpl i shnents.

(0100}
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A The setting of numerical objectives (goals) is an essential part of
affirmati ve enpl oynent planning. Coals are established in Milti- Year
Affirmative Enpl oynment Program (AEP) Pl ans and continue in AEP Acconpli shrent
Reports until there is no nmanifest inbalance and conspi cuous absence of EEO
gr oups.

B. Cal cul ating Underrepresentation . To determ ne the degree of
representation of Equal Enploynent pportunity (EEO groups, divide the
percent representation of the mnority group or wonen in the work force in a
PATCO cat egory/ occupati onal series/grade | evel by the percent representation
of the same mnority group or worren in the Gvilian Labor Force (CLF) in the
PATCO category and nultiply by 100. The result is the Ul. or
under r epresent ati on i ndex.

If the UIl. is O0to 10, there is a conspi cuous absence or severe
underrepresentation of the mnority group or wonen. |If the Ul. is 11 to 99,
there is a manifest inbal ance of the mnority group or wonen. A Ul of 100 is
is parity in the work force.

Exanpl e: Black fenales in professional occupations in Tennessee

Total number of enployees in the professional work force in
Tennessee (from NFC DN 714)

121

Total number of black fenales in professional work force in
Tennessee (from NFC DN 714)

0

Percent black fermal es in professional work force in
Tennessee (from NFC DN 714)

0.0

Percent black fermales in the professional CLF (from 1980
Census Data Report of Tennessee)

4.6

0.0 = 0 X 100 = Ul. of O

D
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There is a conspi cuous absence of black fermal es in professional occupations in
Tennessee.

To reach parity for underrepresented EEO groups, numerical objectives nust be
est abl i shed.

C Setting Numerical Cbjectives . To determ ne how nmany of an EEO group is
needed for parity, take the total nunber in the PATQO cat egory/ occupati ona
series/grade level and multiply that nunber by the CLF percent of the EEO
group in question. Then subtract the nunber of the current onboard strength
total of the EEO group in question. The result is the nunber needed for
parity. The nunber needed for parity does not have to be the nunerica

obj ective you set for any particul ar year of the AEP or FECRP pl anni ng

pur pose, but shoul d be your nunerical objective for the milti-year period
covered by the AEP pl an.

Exanpl e: Bl ack fenal es

Total number of enployees in the professional work force in
Tennessee

121

Percent black fermal es in professional CLF

4.6
121 X 4.6 = 5.5

(nboard strength of black fenal es

5.5- 0 = Nunerical goal of 5

NOTE: The CLF data on NFC DN 714 is nati onwi de, but States and the Fi nance
O fice should use State CLF data in determ ning manifest inbal ance and
conspi cuous absence, and for setting nunerical objectives.
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Additional Exanple : Asian males in professional occupations in California

Total number of enployees in professional work force in
California (from NFC DN 714)

74

Total nunber of Asian males in professional work force in
California (from NFC DN 714)

2
Asian males in professional work force in California
2.7

Percent of Asian males in professional CLF (from 1980 Census
Data Report of California)

5.9

2.7 = 0.45 X 100 = Ul. of 45

i

5

There is a manifest inbal ance of Asian males in professional occupations in
Cal i forni a.

Exanpl e:  Asian nal es

Total number of enployees in the professional work force in
California

74

Persian Asian males in professional CFL

5.9
74 X 5.9 = 4.3
(nboard strength of Asian Ml es
2
4 - 2 = nureri cal goal of 2
oo
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